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DUTY STATEMENT  
DEPUTY COMPTROLLER 

OUR VISION 
All Californians living in homes they can afford 

OUR MISSION 
 Investing in diverse communities with financing programs that help more Californians have a place to call home 

EMPLOYEE INFORMATION 
Employee’s Name 

 
Effective Date 

 
Classification 

C.E.A. A, Deputy Comptroller 
Position Number 

693-001-7500-901 
Division/Section/Unit 

Fiscal Services Division 
Location 

Sacramento, CA 
CBID 

M01 
Work Week Group 

E 
Tenure 

Non-Tenure 
Time Base 

Fulltime 
Immediate Supervisor 

 
Supervisor’s Classification 

C.E.A. B, Comptroller 

POSITION DESIGNATED CONFLICT OF INTEREST 
This position is designated under the Conflict of Interest Code.  The position is responsible for making or participating in the 
making of governmental decisions that may potentially have a material effect on personal financial interests.  The appointee 
is required to complete Form 700 within 30 days of the appointment.  Failure to comply with the Conflict of Interest Code 
requirements may void the appointment.  

CONDUCT, ATTENDANCE, AND PERFORMANCE EXPECTATIONS 
This position requires the incumbent to maintain acceptable, consistent, and regular attendance; communicate effectively 
orally and in writing in dealing with the public and/or other employees; develop and maintain knowledge and skills related to 
the position’s specific tasks, methodologies, materials, tools, and equipment; complete assignments in a timely and efficient 
manner; and adhere to the Agency’s policies and procedures regarding attendance, leave, and conduct.  Must maintain 
regular and acceptable attendance at such level as is determined at the Agency’s sole discretion. Must be regularly available 
and willing to work the hours the Agency determines are necessary or desirable to meet its business needs.   
 

2 CCR § 172 – General Qualifications, states in pertinent part: 
The incumbent is expected to possess the general qualifications of integrity, honesty, sobriety, dependability, industry, 
thoroughness, accuracy, good judgment, initiative, resourcefulness, courtesy, ability to work cooperatively with others, 
willingness and ability to assume responsibilities and to conform to the conditions of work characteristic of the employment, 
and a state of health, consistent with the ability to perform the assigned duties of the class. 

DIVISION DESCRIPTION 
Fiscal Services safeguards the Agency's cash and investments and provides financial information to the executive team that is 
vital to the management of the Agency's products and programs.  Each year Fiscal Services works with an independent 
accounting firm to prepare the audit of the Agency's financial data. The division also monitors accounts receivables, accounts 
payable, general ledger, fund review, and bond indentures. Fiscal Services is responsible for the yearly creation of fully 
audited financial statements. Additionally, Fiscal Services provides accounting support for large-scale mortgage relief grants 
like the Homeowner Assistance Fund (HAF) authorized by the American Rescue Plan Act (ARPA) of 2021. 

POSITION DESCRIPTION 
Under direction of the Comptroller, C.E.A. B, the Deputy Comptroller plans, organizes, and directs the workloads and daily 
operations of the Fiscal Services Division. The incumbent is responsible for managing all activities of four units which include 
the Multifamily Accounting Section, Operating, Budgets and Insurance Unit, Financial Reporting and Bond Administration 
Section and Single Family Accounting Section. 
PERCENTAGE OF TIME                                               ESSENTIAL FUNCTIONS 

50%  Fiscal Operations 
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45% 

Oversees the administration of the Home Mortgage Revenue Bonds, Multifamily Housing Revenue 
Bonds, accounting for the Homeownership loan programs and Multifamily loan programs.  Ensures 
compliance with accounting and administration of IRS tax laws of housing bonds and other complex 
bond issues including elements such as cross-calls, default refunding/refinancing, derivative 
products/interest rate swaps, and variable rate bonds. Formulates and reviews significant fiscal policy 
and program management, especially those concerning bond financing. Provides data to internal and 
external stakeholders and assists in the preparation of quarterly financial statements and yearly financial 
statements including review of fund and indenture transfers, adjusting entries to the general ledger, and 
reviewing the yearly financial reports to the State Controller’s Office, Department of Finance, and 
Government Finance Officers Association submission for Certificate of Excellence of Financial Reporting. 
Maintains the derivatives “book” and administers individual contracts with counterparties. Reviews 
bond issuance documentation and preparation of detailed bond closing instructions to ensure the 
accuracy. Administers contracts (third party service providers) and other arrangements related to debt 
issuance. Ensures the accuracy of calculation and payment of invoices and other bond indenture 
disbursements. Prepares all tax compliance calculations including arbitrage rebate and yield reduction 
and all bond indenture calculations for bond redemptions and measures equity in the balance sheet. 
Reviews new Single Family and Multifamily loan products and sources of new funding (including use of 
credit facilities) to determine appropriate accounting treatment. Processes and services Multifamily and 
Single Family loans including loan setup, cash receipts and deposits, remittance of funds to appropriate 
investment options, reconciliation and administration of trust account bond debt service and 
redemptions for bond financing programs. Reconciles and administers custodial accounts for various 
non-bond funded financing programs. Processes and warehouses Single Family and Multifamily loan 
purchases, funding and portfolio reconciliations including down payment assistance loans from multiple 
funding sources. Coordinates with internal staff and reviews annual independent audits or agreed-upon 
procedures performed by private CPA firms or the California State Auditor. 
 
Staff Supervision 
Manages the staff and activities of the Fiscal Services Division to ensure efficient operation of the 
Division. Supervises staff directly and through intermediate supervisors/leads by developing/maintaining 
current duty statements, establishing performance expectations, providing on-the-job training, 
evaluating performance, and conducting progressive discipline as appropriate. Promotes team building 
and staff development through formal training and assignments. Facilitates collaborative and 
cooperative working relationships and positive responses to changes. Oversees work activities and 
provides policy, technical, and procedural direction to ensure accurate, effective, and efficient customer 
services and work products. Reviews, provides feedback and approves draft and final work products 
including, but not limited to, reports, correspondence, requests for proposals and contracts. Interviews 
qualified candidates for vacant positions and hires the best qualified candidates for the work to be 
performed. 

PERCENTAGE OF TIME                                                           MARGINAL FUNCTIONS 
5% Participates in management and staff meetings, attends training, and performs other related duties as 

required.  Participates in agency management activities and decisions. Participates in the annual 
Business Plan and Budget processes. Advises on agency policies and procedures. Represents the agency 
in meetings. Assists in presentations for the CalHFA Board. 

PERSONAL CONTACTS (Identify who the employee may be in contact with while performing duties) 
Daily contact with departmental managers, supervisors, staff at all levels, representatives from other State departments, and 
members of the public. 
SPECIAL REQUIREMENTS (Identify any other requirements necessary to perform the job)  

• There will be vacation restrictions and limitations during the financial audit period, the creation of the Agency’s 
Annual Comprehensive Financial Report (ACFR) and Popular Annual Financial Report (PAFR).  

WORK ENVIRONMENT (Identify specific work conditions, hazards, and equipment used on the job that are required to 
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perform the essential functions, please include the applicable statement (s)) 

• Prolonged sitting 

• Work in a high-rise building 

• Use a computer keyboard and read from computer screens several hours a day 

• Work in a climate-controlled, open-space environment under fluorescent lights 

PHYSICAL ABILITIES (Identify physical abilities necessary to perform the essential functions of the job with or without 
reasonable accommodation, please include the applicable statement(s))  

• N/A  

TRAVEL (If travel is an essential or marginal function for this position, please include the applicable statement) 

• Occasional travel may be required within and/or outside the state of California via private or public transportation 
(i.e., automobile, airplane, etc.) 

• Travel will/may include overnight stay. 

EMPLOYEE ACKNOWLEDGEMENT 
I have read and understand the duties listed above and I certify that I possess essential personal qualifications including 
integrity, initiative, dependability, good judgment, and ability to work cooperatively with others; and a state of health 
consistent with the ability to perform the assigned duties as described above with or without reasonable accommodation. (If 
a reasonable accommodation is necessary, discuss your concerns with the hiring supervisor.  If unsure of a need for 
reasonable accommodation, inform the hiring supervisor, who will discuss your concerns with Human Resources.) 

Employee Name  
 
 

Employee Signature  
 

Date 

SUPERVISOR ACKNOWLEDGEMENT 
I certify this duty statement represents a current and accurate description of the essential functions of this position.  I have 
discussed the duties of this position with the employee and provided the employee with a copy of this duty statement. 
Supervisor Name  
 
 

Supervisor Signature Date 

 


